BUSINESS ENGLISH 


Unit 1: It’s nice to meet 


you 


Introduction 


Plan of the book 

* It is nice to meet you 

* I'm writing this report now. 
“* Where is my calculator? 


* | finish work around six 0’ clock 


* Manages the office 


+ Itis nice to meet you 


-Word Power 


Q) major 

QO) office 

QO) number 

QO) position 

QO) receptionist 

Q) e-mail address 

CJ accounting department 

CL) salesman free-time activity 


UC employee 


QO) favorite 


Greetings and Introductions 


Hello. It’s nice to meet you. 


Minsu: Sure. I went to ------ 
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Scott: My name is Scott. I’m a salesman here. 


Minsu ’m Kim Minsu. I’m a new employee. 


Scott: That’s great. Where do you live? 


Minsu: I live in)—--------------, 4 


“* Can you design a webpage? 
** What does she look like? 
* I stayed at the office late last night. 


+ [ like to meet new customers 
“+ Could | please get the day off tomorrow? 
“ | have to talk to him. 


* I will attend a conference 


hometown 

co-worker business card 
work-related 

Westerner 

personal information 
politics 

office worker 

religion 

investment company 


small talk - 


Minsu: It’s nice to meet you, too. What’s your name? 


Scott That’s great. Can you tell me about yourself? 


University. I studied business 
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Look at the information above. Then answer the following ques 


1.Where do you work? 


Company Name 
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Expend your 


knawladaa 
Look at each picture. Then complete the sentences. Use the words in the box. 


write a report greet a co-worker meet a client 
send an e-mail make a product talk on the telephone 
arrange some files listen to a presentation take a taxi 


He's 


_ ——__————a She's 


He's She's __ —— He's 
What is each person doing? Match each person with the correct activity. 


1 ____ The travel agent A is selling a product to a customer now. 
2 ____ The taxi driver 8 are making automobiles right now. 

3 ____ The managers C ispicking up a passenger right now. 

4 _____ The salesman D is fixing the computer now. 

5 _____ The secretary E is making some hotel reservations now. 
6 ____The repairman F is going to the airport right now. 

7 _____ The businessman G are having a meeting now. 

8 The factory workers _ is answering the telephone right now. 
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Conversation 1 Greetings and 
Introduction 


Sccort Hello. lt’s nice to meet you. 

Minsu_ It’s nice to meet you, too. What’s your 
name? 

Scott My name is Scott. I’m a salesman here. 
Minsu I’m Kim Minsu. I’m a new employee. 

Scott That’s great. Can you tell me about yourself? 
Minsu Sure. I went to Yonsei University. I studied 
business. 


Scott That’s great. Where do you live? 


Minsu 1 li Expend Your 
Knowledge 1 


A My name is John White 

A My first name is Sunmin. 

A | go/went to Inha University. 

A My major is/was business management. 

A My hometown is Daegu. 

A There are five people in my family: my mother, 


father, sister, brother, and me 
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B Answer the following questions. 


Pet, We] eS oe Se Ce ee a! pe Se A | 
C Circle the mistakes. Then write the correct 


sentences. 
1 name is Lee Sunmin.yt your family? 
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* ais Boston . 
¢ b three people in my 
family. 

* Cc was business 
management. 

¢ dis White 

¢ e Jeju National 


Name | 


School / Major | 


Hometown 


Family 


Hi! 
It's Nice to | 


Meet 4 


bey Agen sDrvatin= 
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